KH                                  PRECIS-WRITING

make up the original. When once a clear idea of the subject^ is
got even the ordinary student or examinee can succeed in getting
at the right title-

5.    Set forth the main ideas on paper.    This will be your
first  draft  of the precis.    At this stage, the links between the
ideas need not be inserted,

6.    The mind should, by this stage, have completely under-
stood the original, and be able to reproduce the thought in a sum-
marised form with the minimum of reference to the passage.    In
fact, your mental picture of the precis is now well-nigh complete,
so that the last step should be merely that of writing it down.

It is not likely that your first attempt will be a complete
success. The draft may probably be too long, In fact, you may
have to write out a second or even a third draft before you get at a
suitable expression of the gist of the passage within the, limits set. ^
These steps may strike a budding precis-writer to be long and
laborious, but it must be remembered that scamping the early
stages makes the last step harder and less likely to be achieved
successfully. A slow, but thorough beginning, on the other hand,
makes the last step quick and easy.

7.    The gist of the passage or  correspondence  should be
expressed in your own words, and  not in quotations from the
original.    You  should  condense by remodelling rather than by
mere omission.    The final precis must  be self-contained and an-
organic whole.    " Add nothing ;   make no  commeat ; correct no

8. Revise your work. Compare it quickly and carefully
with the original to see that you have left out no important point.
If it is too long, abridge it by crossing out needless words and
phrases or by modifying sentences. Let the style of your precis
bo simple an<l straightforward. Correct all mistake? in spelling,
.grammar and idiom, and punctuate your pomposition properly.;